DEPARTMENT OF ARCHIVES AND HISTORY
nﬁconos MANAGEMENT DIVISION -

- INSTRUCTIONS: See Publication No. 76—RM-—1 for instructions on completing this form, Forward slgned original to
Department of Archives and History, Records Management Dwns:on 330 Capitol Avenue, Atlanta, Georgis, 30334 '
Attention: Scheduling Section. _

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

=

FOA AGENCY USE 1. Agency Address : l- FOR AECORDS MANAGEMENT bSE :
Application Dete . . - Application Number :
Department of Education -
: Atlanta Area School for the Deaf '7 7- 2 35

Appiication Number 890 Indian Creek Drive . | Date Received Dats COmplated .
9 Clarkston, Georgia 30021 JuL 20 1977 | oL 281577

2. Person to Contact - Working Title Te!aphoﬁe Number

Richard Dirst . ~  Superintendent 656-7077 -

3. Action Reguested
& [ Estabusn Retention Schedule; record will continue to accumulate,
‘b. O Dispose of present accumulation; no further accumulation annc;pated
‘¢, O Amend Agpluatton NOw e Check One: O Change: O ; O Supercede; [ Veid

4. Dates of Series 5. Records Series Title (fo/lowed by title used in office; if different) 3
Earliest < Latest ;

Atlanta Area School for the Deaf Individual Cumulative .
1972 | Date Academic File {Permanent Record)

8. Division and Ofﬁee Functton - What is tﬁe'funcuon of the Division and the Office in which this record sernes is created?

The Atlanta Area School for the Deaf provides, 1n a day school s1tuat1on,a compr'ehenswe !
educational program, with complete d1agnost1c and evaluation services, for hearing .= . &
impaired and multi handtcapped students. . .

7. Record smas Dcscnptmn This file contams ‘the fouowmg documents finclude form numbers and titles, if any):
-+ Attach samples of the file,

Documentsrelatlng to: .Documenting the performance of a- student throughout his permd
of enrolliment at the Atlanta Area School for the Deaf.

Included are: Cumulative Academic Record (Final Repért)

ST ' B . oh T T as _
Fileisaranged: . Alphabetically by the student's last name,

8. Monthly Reference Rate _ How often are records referred to which are:

.. Onetosixmonthsold __.__ .~ .; Seven to twelve monthsold .. _; Thirteen to twentv-fourt'months old
' twentv -five months andolder - ? :

- - - ' - -+

9. Annual Rate of Accumulation of Records ' . : , —
Lettersizedrawers _______ " Legalsizedrawers =__ . _; ; Shelves : Other (specify)

¢

AR—B80-71, Rev. 18 [Over)




YES | NO_] 10. Questionnaire _ (Placs an '’ X" in the proper column)

a. Is this the official copy of thae series?
X If not. whera ig it?

X P.L. 93-380 : A

b. Does the series contain confidential information requiring security handling? If yes; cite law or regulation,

X - ¢. I8 this a vital record? |

X | d. Does this series have historical or tong term research value?

NA _documents be scheduled separataly?

¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these T

l:thluﬂngmngnjnnnnugd1n1hujaugtgnuundﬂﬁhgdl_l_xmnjnachconv .

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
if ves, attachcooy, . _ . .

h. Is there a duplication of this series in your office, or in another office or agency?
- If ves, where?

._JhJLﬂnlﬂﬂuﬁlh[jJnIEMuniuulQﬁLﬂJﬁgﬂhﬂxJnuIQﬁhngd?

< pe i< < be

1. Does the record series result in a comouter printput?

11. Retantion Requirements The following requires the series to be kept:

a. State Law =0~ _vears. d. Audit period -0-

. years.

b. Statute of limitation = — =0~ _ _years, e. Administrative need =70=_ " years

¢. Federal law B | I3 years. f. Federal retention instructions -0-

'

Attach copy or excert of laws or regulations. Explain administrative need.

. State Board Policy 40 4311 states the Academ1c Ach1evement Record be kept
70 years.

—.years. '’

a2

12. Approved Dlsposition"imtwctiom Tris agency recommends that the file series be cut off at the and of sach:

then,

01 Calendar Year; {J Fiscal Year; [ Other See other.

0 Hold in the current files area —.monthis) —___ year(s); then
O Transfer to local holding area; hold —_ _year(s); then
O Transfer to State Records Center; hold ... year(s); then

O Destroy.
O Transfer to State Archives for permanent retention,
Q@ Other (Specify)
from the active file; place in the inactive file; cutoff the inactive file at

then transfer to the State Records Center for 65 years; then destroy.

Thess instructions apgly to all prior and future accumuiations of the series.

/\/‘)_ s

Upon the student leaving school by graduation, withdrawal, or death, remove the record :

of each school year; hold the inactive file in the current files area for five years;

the end

/(i nature) Rl)“ _{ Records Management Officer (Signature) Date :
N R ¢ Spunles. Wb 6/2.&/) 7
State Records COmmnmo [Signature} " Date :
Recommendation N . : [ Py
graph 12 are approvad State Audltor/DeSignee 7’ H"?q :
1 l!f disspproved, attach letter = A : - —
.| of explanation.) o Sacret:%a;/oesignee GM_QQ /M 7- 27-77
L a
Attorney General/Designee / / / W M 7‘ 177 7

. AR-75707—21_: _Rev, 76 (Rnwru Sld-)



